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Background

As a result of collective bargaining agreements, the State of New York
has recently paid retroactive salary increases to many unionized and
Management/Confidential employees

Employees who retired on or after the effective date of the retroactive
salary increases may have an increased salary at the time of retirement
and therefore be entitled to an increase in their monthly sick leave
credit
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Background

The Employee Benefits Division (EBD) has extracted the adjusted

salary information from records produced by the Office of the State
Comptroller (OSC)

Enrollees that were formerly employed by your agency who may be
eligible for an increase in their sick leave credit have been identified
and added to a new NYBEAS worklist labeled “Retroactive Sick
Leave Adj”
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Background

* |tis your responsibility, as an agency’s Health Benefits Administrator
(HBA) to review the adjusted salary information for each retiree listed
on your worklist

* You must determine if the adjusted salary information is correct and
then update NYBEAS accordingly

* You must complete the Retroactive Sick Leave Adjustment Worklist by
close of business September 6, 2021

« Failure to make these adjustments will result in additional work for EBD
and your agency
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Background

« EBD will send a confirmation letter to enrollees once their sick leave
credit adjustment has been processed

» |f the agency’s worklist is not completed by September 6, 2021,
enrollees will receive a letter informing them that the retroactive
adjustment was not processed and to contact their former agency’s
HBA directly
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HBA Memo NY21-16 Sick Leave Credit

- HBA Memo NY21-16 Sick Leave Credit includes instructions on how to
process a sick leave adjustment due to a retroactive salary increase

» Please refer to these instructions when processing a sick leave
adjustment due to a retroactive salary increase

« The memo and instructions can be found on HBA Online
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Retroactive Sick Leave Adjustment Worklist

Worklists can be found in the top right corner of your NYBEAS window. Click Worklist

[annuity, maintain primary job, NDT, F5A details, auto enrollment, COERA, and merchanis.

~="] Plan History ~=*] Transactions

Ll/ Tracks history of rates, department data, broadcast message and other data &_, Allows for the processing
associated with NYSHIP. ! COVETage.
= Broadcast Messages i=] Benefit Program Chay
[=] Flat Rate Summary [F] Cancel Enrollment
=] Review NYBEAS/NYSTEP JobCodes [F] Change Coverage
[0 Department Data = Comments

@ Corrections Requests
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Retroactive Sick Leave Adjustment Worklist

All worklists that you have access to will appear, including the Retroactive Sick Leave

Adjustment Worklist

Worklist Summary
Detail  Filter Business Process
1 Detad | Filterj NYBEAS Administer Workforce

2 Detadl Fmer| NYBEAS Administer Workforce

3 Detanl Fme{| NYBEAS Administer Worklorce

4 Fiter| NYBEAS Administer Workforce

Customize | Find | View A

Activi
NYBEAS Hire Notifications

NYBEAS Job Notifications

NYBEAS Job Notifications

New Enroliment
<HBA>

Return From Leave
<HBA>

Retiree Rehires

<HBA>

HBA Workers

5 Detall| Filter] NYBEAS Administer Workforce NYBEAS_WORKERS_COMP_DEFERRED Compensation WL 85
6 Detad | Fmefl MyNYSHIP Transactions MyNYSHIP Enroliment HBA Enroliment 7
Fieldt:l V] Field 2: v| Field 3: V| Sort
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Retroactive Sick Leave Adjustment Worklist

Click Detail next to the Retroactive Sick Leave Adjustment Worklist

Worklist Summary Customize | Find | View Al | B
Detail ~ Filter Business Process Activity Worklist
1 Detad| Fiter] NYBEAS Administer Worklorce  NYBEAS Hire Notfications o)
2 Detad| Fiter] NYBEAS Administer Worklorce  NYBEAS Job Notifications f:’gg”m Leave
3 Detal| Fiter] NYBEAS Administer Workdore  NYBEAS Job Notiications Retiree Rehires

<HBA>

4 Fiter| NYBEAS Administer Workforce

5 Detal| Fiter] NYBEAS Administer Workdorce  NYBEAS_WORKERS_COMP_DEFERRED HBA Workers

Compensation WL &
6 Detad| Fmefl MyNYSHIP Transactions MyNYSHIP Enroliment HBA Enroliment 7
Field 1:| v| Field 2:| v| Field 3:| v Sot | Save Comments
NEWroRiC
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Retroactive Sick Leave Adjustment Worklist

A list of enrollees from your agency will appear and you must process a Retroactive Sick
Leave Adjustment for all enrollees listed

K

Detail ~ Filter Business Process
1 Detall | Fiiter] NYBEAS Administer Workforce

2 De:a;l] Filter| NYBEAS Administer Workforce

3 Detadl

4

Filter| NYBEAS Administer Workforce

Activi
NYBEAS Hire Notifications

NYBEAS Job Notifications

NYBEAS Job Notifications

959

Worklist

New Enroliment
<HBA>

Return From Leave
<HBA>

Retiree Rehires
<HBA>

YWOIKNst vewans

D

Work It 123456789
Work It 987654321
Work It 123456788

Red#

Work It 987654322
Work It 123456787
Work It 987654323
Work If 123456786

Customize | Find | View All | == First 1

DeptilD Name

JONES, MICHAEL
KATZ, LOLA
HORTON, JESSE
KENT, CLARK
WAYNE, BRUCE

GRANGER, HERMIONE
KNOPE, LESLIE

08000

e s , = HBA Workers
5 De.axll Fiter] NYBEAS Administer Workforce NYBEAS_WORKERS_COMP_DEFERRED o ol wi 85
6 Detal I Fme!] MyNYSHIP Transactions MyNYSHIP Enroliment HBA Enroliment 7
Field 1:[ v| Field 2:] v| Field 3:[ v So Save Comments

1.7 017
08/25/1960 PCONTROL
PCONTROL
PCONTROL
PCONTROL
PCONTROL
PCONTROL
PCONTROL

10/31/1966
11/16/1956
02/28/1951
03/30/1969
09/17/1959
01/18/1965

Tl Last

Ny

TE OF

PORTUNITY.

Department of
Civil Service



August 27, 2021

Retroactive Sick Leave Adjustment Worklist

« Click Work It next to an enrollee’s ID to process their Retroactive Sick Leave

Adjustment

|

Detail
1 Detall| Fiter] NYBEAS Administer Workforce

Filter Business Process

2 De:a:l] Filter| NYBEAS Administer Workforce

3 Detanll

Filter] NYBEAS Administer Workforce

o] e

Fiter] NYBEAS Administer Workforce

s e

6 Detai | Fiter] MyNYSHIP Transactons

Activity Worklist
NYBEAS Hire Notifications i“:gf)nroumm
NYBEAS Job Notifications f:fsu;n) From Leave
NYBEAS Job Notifications f:fg: Rehires

HBA Workers

NYBEAS_WORKERS_COMP_DEFERRED (o (0TS

MyNYSHIP Enroliment HBA Enroliment

Field 1:]

| Field 2

123456789 0
242  Worklt 987654321 0
3¢ Worklt 123456788 0
4+  Worklt 987654322 0
5«2  Workll 123456787 0
642  Worklt 987654323 0
7«  Worklt 123456786 0

v| Field 3:[

Y Sort

Customize | Find | View All i

DeptlD Name Date of Birth
08000  JONES, MICHAEL 08/25/1960
08000  KATZ LOLA 10/31/1966
08000  HORTON, JESSE 11/15/1956
08000  KENT, CLARK 02/28/1951
08000 WAYNE, BRUCE 03/30/1969
08000 GRANGER, HERMIONE 09/17/1959
08000  KNOPE, LESLIE 01/18/1965

1.7017 L2 Last

First |4

PCONTROL
PCONTROL
PCONTROL
PCONTROL
PCONTROL
PCONTROL
PCONTROL
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Retroactive Sick Leave Adjustment Worklist

« After processing a Retroactive Sick Leave Adjustment, return to the Retroactive Sick
Leave Adjustment Worklist and click the “¥v"” to confirm you have worked the item

Detail Filter ~Business Process Activity Worklist Count
1 Detad| Fiter] NYBEAS Administer Worklorce  NYBEAS Hire Notifications brsd i 950
2 Detall I Filter| NYBEAS Administer Workforce NYBEAS Job Notifications 3:’;:1 Fm L 1
3 _Detad| Fiter| NYBEAS Administer Worklorce  NYBEAS Job Notfications e s 2%

R o]

5 ‘ s HBA Workers
S Detail | Fiiter| NYBEAS Administer Workforce NYBEAS_WORKERS_COMP_DEFERRED Compensation WL 85
6 Detal I Fmer] MyNYSHIP Transactions MyNYSHIP Enroliment HBA Enroliment 7
Field 1:[ v/ Field 2:[ v| Field 3:] v| Sort Save Comments

First 1% 1.7017 L% Last
Mark Empl
Worked D Red# DeptiD Name Date of Birth Sent From
Work It 123456789 0 08000 JONES, MICHAEL 08/25/1960 PCONTROL

247  Worklt 987654321 0 08000  KATZ, LOLA 10/31/1966 PCONTROL
3¢  Worklt 123456788 0 08000 HORTON, JESSE 11/15/1956 PCONTROL
4  Worklt 987654322 0 08000  KENT, CLARK 02/28/1951 PCONTROL
5«7  Workll 123456787 0 08000 WAVYNE, BRUCE 03/30/1969 PCONTROL
6 Work It 987654323 08000 09/17/1959 PCONTROL

v  Workl 0 GRANGER, HERMIONE 5 Rewvork | Department of
7«2  Workll 123456786 0 08000 KNOPE, LESLIE 01/18/1965 PCONTROL orrorrnT. | Civijl Service
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Retroactive Sick Leave Adjustment Worklist

e It is your responsibility to complete every item on your Sick Leave
Adjustment Worklist

« For each item on the worklist, you must “Work It" and then click the
checkmark to mark the item worked

* Enrollees will be removed from the worklist after you mark an item
worked

* If you remove an enrollee from your worklist in error or save incorrect
Information on the Retroactive Sick Leave Adjustment Template, you
will not be able to correct the information through the worklist

« Contact the HBA Help Line at (518) 474-2780 if you require assistance
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Retroactive Sick Leave Adjustment Template

[ Retroactive Sick Leave Adj

EmplID:
Empl Rcd#: 0
DeptiD:

Complete the enrollees hours worked per day. Mustbe 7, 7.5 or 8 hours |0 00 — 1
New Salary:  0.000 _ 2

If the New Salary amount listed above is correct enter a "Y", if it is not then enter a "N"
and provide the enrollees salary amount : | YN — 3

Please enter a Salary to calculate Sick Leave Credit: IO 000 —4

You have entered an updated salary amount. Please advise why this amount is different than what is
provided above.

5—+ i

Updated By: Updated On:

6 ﬁ . /Save | QReturn to Search
NEWYORK | Department of

T
OPPORTUNITY. civil Service
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Retroactive Sick Leave Adjustment Template

* In the complete the enrollee’s hours worked per day field, enter “7,” “7.5,” or “8” to
confirm the enrollee’s former daily work schedule

[ Retroactive Sick Leave Adj \

EmplID: 123456789 Mike Jones
EmplRcd#: 0

DeptiD: 01000
raamey TR
< Complete the enrollees hours worked per day. Must be 7, 7.5 or 8 hours |0 00>
R

New Salary:  0oJoo000

If the New Salary amount listed above is correct enter a "Y", if it is not then enter a "N"
and provide the enrollees salary amount : IN—

Please enter a Salary to calculate Sick Leave Credit: |0 000

You have entered an updated salary amount. Please advise why this amount is different than what is
provided above.

Updated By: Updated On:

[=/Save | E\Retumn to Search NEW YORK
SPPORTUNITY

Department of
Civil Service
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Retroactive Sick Leave Adjustment Template

* Review the New Salary amount listed in the template

[ Retroactive Sick Leave Adj \

EmplID: 123456789 Mike Jones
EmplRcd#: 0

DeptiD: 01000
Complete the enrollees hours worked per day. Mustbe 7, 7.5 or 8 hours |0 00

-
< New Salary: 65360.000 D)
If the New Salary amount listed above is correct enter a "Y", if it is not then enter a "N"

and provide the enrollees salary amount : IN_

Please enter a Salary to calculate Sick Leave Credit: IO 000

You have entered an updated salary amount. Please advise why this amount is different than what is
provided above.

Updated By: Updated On:

- Save | S\Retumn to Search NEW YORK
OPPORTONITY

Department of
Civil Service
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Retroactive Sick Leave Adjustment Template

« After confirming the New Salary is correct, enter “Y” in the corresponding box to confirm
that this is the correct adjusted salary for the enrollee

[ Retroactive Sick Leave Adj \

EmplID: 123456789 Mike Jones
Empl Rcd#: 0

DeptiD: 01000
Complete the enrollees hours worked per day. Mustbe 7, 7.5 or 8 hours IO 00
New Salary: 65360000

if the New Salary amount listed above is correct enter a “Y™, if itis not then enter a "N"

and provide the enroliees salary amount: [V u——

Please enter a Salary to calculate Sick Leave Credit: [0 000

You have entered an updated salary amount. Please advise why this amount is different than what is
provided above.

Updated By: Updated On:

)
. 'Save I +AReturn to Search i NEW YORK
STATE OF
ooooooooooo

Department of
Civil Service
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Retroactive Sick Leave Adjustment Template

« Enter a comment to confirm that the New Salary amount provided in the template is
correct

[ Retroactive Sick Leave Adj \

EmplID: 123456789 Mike Jones
Empl Rcd#: 0

DeptiD: 01000
Complete the enrollees hours worked per day. Mustbe 7, 7.5 or 8 hours IO 00
New Salary: 65360000

if the New Salary amount listed above is correct enter a “Y™, if itis not then enter a "N"
and provide the enrollees salary amount : Ff"

Please enter a Salary to calculate Sick Leave Credit: [0 000

You have entered an updated salary amount. Please advise why this amount is different than what is
provided above.

Confirmed with payroll that the New Salary provided is correct.

Updated On:

)
. 'Save +AReturn to Search i NEW YORK
STATE OF
OPPORTUNITY.

Department of
Civil Service
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Retroactive Sick Leave Adjustment Template

* You must enter a comment in the template to confirm that the New
Salary amount provided in the template is correct

« After you enter a Y you must enter a comment, or you will not be able
to save your input

« |f there is no comment in the Retroactive Sick Leave Adjustment
Template:

— EBD will not update the enrollee’s Sick Leave Credit

— EBD will send the enrollee a letter confirming they were identified as an
individual whose sick leave credit should have been updated, but
insufficient information was provided by their former employer
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Retroactive Sick Leave Adjustment Template

* When finished updating the template, click Save on the bottom of the page

[ Retroactive Sick Leave Adj \

EmpliD: 123456789 Mike Jones
Empl Rcd#: 0

DeptiD: 01000
Complete the enrollees hours worked per day. Mustbe 7, 7.5 or 8 hours IO 00
New Salary: 65360000

if the New Salary amount listed above is correct enter a “Y™, if itis not then enter a "N"
and provide the enrollees salary amount : F{"

Please enter a Salary to calculate Sick Leave Credit: [0.000

You have entered an updated salary amount. Please advise why this amount is different than what is
provided above.

Updated By: Updated On:

(® ]
ﬂ . Save I +AReturn to Search i NEW YORK
STATE OF
OPPORTUNITY.

Department of
Civil Service
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Retroactive Sick Leave Adjustment Template

« After saving the information in the template, you must return to the Retroactive Sick
Leave Adjustment Worklist to mark the item worked

[annuity, maintain primary job, NDT, F5A details, auto enrollment, COERA, and merchanis.

P:I? Plan History ~=*] Transactions

Lf/ Tracks history of rates, department data, broadcast message and other data I{_,.. Allows for the processing
associated with NYSHIP. COVETage.
= Broadcast Messages i=] Benefit Program Chay
[=] Flat Rate Summary [F] Cancel Enrollment
=] Review NYBEAS/NYSTEP JobCodes [F] Change Coverage
[0 Department Data = Comments

@ Corrections Requests

f NEW YORK
STATE OF
ooooooooo Y
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Retroactive Sick Leave Adjustment Template

Click Detail next to the Retroactive Sick Leave Adjustment Worklist

Worklist Summary Customize | Find | View Al | B
Detail ~ Filter Business Process Activity Worklist
1 Detad| Fiter] NYBEAS Administer Worklorce  NYBEAS Hire Notfications o)
2 Detad| Fiter] NYBEAS Administer Worklorce  NYBEAS Job Notifications f:’gg”m Leave
3 Detal| Fiter] NYBEAS Administer Workdore  NYBEAS Job Notiications Retiree Rehires

<HBA>

‘ ‘_m Filter| NYBEAS Administer Workiorce

5 Detal| Fiter] NYBEAS Administer Workdorce  NYBEAS_WORKERS_COMP_DEFERRED HBA Workers

OPPORTUNITY.

Compensation WL &
6 Detad| Fmefl MyNYSHIP Transactions MyNYSHIP Enroliment HBA Enroliment 7
Field 1:| v| Field 2:| v| Field 3:| v Sot | Save Comments
NEWYORK | Department of

Civil Service
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Retroactive Sick Leave Adjustment Template

*  Click the “v”” confirming you have Mark Worked the worklist item.

Detail ~ Filter Business Process

~3Y 0
g oeai | Frecf

1 Detall | Fiter] NYBEAS Administer Workforce
2 De:a:l] Filter| NYBEAS Administer Workforce

3 Detadl Filter| NYBEAS Administer Workforce

Activity
NYBEAS Hire Notifications
NYBEAS Job Notifications

NYBEAS Job Notifications

NYBEAS_WORKERS_COMP_DEFERRED

Customize | Find | View All | =

Worklist

New Enroliment
<HBA>

Return From Leave
<HBA>

Retiree Rehires
<HBA>

HBA Workers

Worklist Details

Customize | Find | View All

5 Detail | Fiiter| NYBEAS Administer Workforce Compensation WL
6 Detai | Fiter] MyNYSHIP Transactons MyNYSHIP Enroliment HBA Enroliment 7
Field 1:[ V| Field 2:[ v/ Field3:[ v Sort Save Comments

M Fist U707 Y Last

Mark D Empl

Worked Red#

v 4 Work It 123456789 0
24 Work It 987654321 0
3¢ Worklt 123456788 0
4 & Work It 987654322 0
5«  Workll 123456787 0
642  Worklt 987654323 0
7«  Workll 123456786 0

DeptilD Name

08000  JONES, MICHAEL
08000  KATZ, LOLA

08000  HORTON, JESSE
08000  KENT, CLARK

08000 WAYNE, BRUCE
08000 GRANGER, HERMIONE
08000  KNOPE, LESLIE

Date of Birth Sent From

08/25/1960 PCONTROL
10/31/1966 PCONTROL
11/16/1956 PCONTROL
02/28/1951 PCONTROL
03/30/1969 PCONTROL
09/17/1959 PCONTROL
01/18/1965 PCONTROL
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Retroactive Sick Leave Adjustment Template

* In the complete the enrollee’s hours worked per day field, enter “7,” “7.5,” or “8” to
confirm the enrollee’s former daily work schedule

[ Retroactive Sick Leave Adj

EmpliD: 123456789 Mike Jones
Empl Rcd#: 0
DeptiD: 01000

pumm—
< Complete the enrollees hours worked per day. Must be 7, 7.5 or 8 hours 7_5D
.

New Salary:  653560.000

If the New Salary amount listed above is correct enter a Y™, if it is not then enter a "N"

and provide the enrollees salary amount :

Please enter a Salary to calculate Sick Leave Credit: [0.000

You have entered an updated salary amount. Please advise why this amount is different than what is
provided above.

Updated By: Updated On:
NEWYORK | Department of
. Save | S\Retumn to Sesrch oreorTuNT: | Civil Service




ust 27, 2021

Retroactive Sick Leave Adjustment Template

Review the New Salary amount listed in the template

q

‘( Retroactive Sick Leave Adj

EmpliD: 123456789 Mike Jones
Empl Rcd#: 0

DeptiD: 01000

Complete ours worked per day. Mustbe 7, 7.5 or 8 hours | 7.50
New Salary:  65360.000

If the New Salary amount listed above is correct enter a "Y™, if it is not then enter a "N"

and provide the enrollees salary amount :

Please enter a Salary to calculate Sick Leave Credit: [0.000

You have entered an updated salary amount. Please advise why this amount is different than what is
provided above.

Updated By: Updated On:

. Save | S\Retumn to Sesrch

f NEW YORK
STATE OF
OPPORTUNITY.

Department of
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Retroactive Sick Leave Adjustment Template

« If the New Salary Amount is incorrect enter “N” in the corresponding box

‘( Retroactive Sick Leave Adj

EmplID: 123456789 Mike Jones

Empl Rcd#: 0

DeptiD: 01000

Complete the enrollees hours worked per day. Mustbe 7, 7.5 or 8 hours | 7.50
New Salary:  £5360.000

If the New Salary amount listed above is correct enter a "Y™, if it is not then enter a "N"
and provide the enrollees salary amount : —

Please enter a Salary to calculate Sick Leave Credit: [0.000

You have entered an updated salary amount. Please advise why this amount is different than what is
provided above.

Updated By: Updated On:
NEWYORK | Department of
LISave | SiReturn to Search oreoruNTY: | Civil Service
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Retroactive Sick Leave Adjustment Template

« After confirming the New Salary is incorrect, insert the correct annual salary amount in the

Please Enter A Salary to Calculate Sick Leave Credit field

{ Retroactive Sick Leave Adj

EmpliD: 123456789 Mike Jones

Empl Rcds: 0

DeptiD: 01000

Complete the enrollees hours worked per day. Mustbe 7, 7.5 or 8 hours | 750
New Salary: 65350 000

If the New Salary amount listed above is correct enter a "Y™, if it is not then enter a "N"
and provide the enrollees salary amount : N

Please enter a Salary to calculate Sick Leave Credit: 66,429

You have entered an updated salary amount. Please advise why this amount is different than what is
provided above.

Updated By: Updated On:

WSave | JARetum to Sesrch

Department of
Civil Service
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Retroactive Sick Leave Adjustment Template

« Enter a comment to advise why the Salary to Calculate Sick Leave Credit you are
reporting is different than the New Salary amount provided in the template

{ Retroactive Sick Leave Adj

EmpliD: 123456789 Mike Jones

Empl Reds: 0

DeptiD: 01000

Complete the enrollees hours worked per day. Must be 7, 7.5 or 8 hours @
New Salary: 65350000

If the New Salary amount listed above is correct enter a "Y™, if it is not then enter a "N"
and provide the enrollees salary amount : N

Please enter a Salary to calculate Sick Leave Credit: 66,429

You have entered an updated salary amount. Please advise why this amount is different than what is
provided above.

PEF retro salary increase and constant salary components, (Geo and Loc pay).

Updated By: Updated On:

NEW YORK
Save ARetum to Search OPPORTONITY
’” - 1Mo S

Department of
Civil Service
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Retroactive Sick Leave Adjustment Template

« |f the Salary to Calculate Sick Leave Credit you report is different than
the New Salary amount provided in the Retroactive Sick Leave
Adjustment Template, you must enter a comment in the template

« If there is no comment in the Retroactive Sick Leave Adjustment
Template:
— EBD will not update the enrollee’s Sick Leave Credit

— EBD will send the enrollee a letter confirming they were identified as an
individual whose sick leave credit should have been updated, but
insufficient information was provided by their former employer

Department of
Civil Service
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Retroactive Sick Leave Adjustment Template

 When finished updating the template, click Save on the bottom on page

[ Retroactive Sick Leave Adj

EmpliD: 123456789 Mike Jones

Empl Rcds: 0

DeptiD: 01000

Complete the enrollees hours worked per day. Mustbe 7, 7.5 or 8 hours | 750
New Salary: 65350000

If the New Salary amount listed above is correct enter a "Y™, if it is not then enter a "N"
and provide the enrollees salary amount : N

Please enter a Salary to calculate Sick Leave Credit: | 66,429

You have entered an updated salary amount. Please advise why this amount is different than what is
provided above.

PEF retro salary increase and constant salary components, (Geo and Loc pay).

Updated By: Updated On:

NEW YORK
- i
ﬂ . /Save ] +ARetum to Search STTEOF

Department of
Civil Service
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Retroactive Sick Leave Adjustment Template

« After saving the information in the template, you must return to the Retroactive Sick
Leave Adjustment Worklist to mark the item worked

[annuity, maintain primary job, NDT, F5A details, auto enrollment, COERA, and merchanis.

P:I? Plan History ~=*] Transactions

Lf/ Tracks history of rates, department data, broadcast message and other data I{_,.. Allows for the processing
associated with NYSHIP. COVETage.
= Broadcast Messages i=] Benefit Program Chay
[=] Flat Rate Summary [F] Cancel Enrollment
=] Review NYBEAS/NYSTEP JobCodes [F] Change Coverage
[0 Department Data = Comments

@ Corrections Requests

f NEW YORK
STATE OF
ooooooooo Y

Department of
Civil Service
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Retroactive Sick Leave Adjustment Template

Click Detail next to the Retroactive Sick Leave Adjustment Worklist

Worklist Summary Customize | Find | View Al | B
Detail ~ Filter Business Process Activity Worklist
1 Detad| Fiter] NYBEAS Administer Worklorce  NYBEAS Hire Notfications o)
2 Detad| Fiter] NYBEAS Administer Worklorce  NYBEAS Job Notifications f:’gg”m Leave
3 Detal| Fiter] NYBEAS Administer Workdore  NYBEAS Job Notiications Retiree Rehires

<HBA>

‘ ‘_m Filter| NYBEAS Administer Workiorce

5 Detal| Fiter] NYBEAS Administer Workdorce  NYBEAS_WORKERS_COMP_DEFERRED HBA Workers

OPPORTUNITY.

Compensation WL &
6 Detad| Fmefl MyNYSHIP Transactions MyNYSHIP Enroliment HBA Enroliment 7
Field 1:| v| Field 2:| v| Field 3:| v Sot | Save Comments
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Retroactive Sick Leave Adjustment Template

*  Click the “v”” confirming you have Mark Worked the worklist item.

Detail ~ Filter Business Process

~3Y 0
g oeai | Frecf

1 Detall | Fiter] NYBEAS Administer Workforce
2 De:a:l] Filter| NYBEAS Administer Workforce

3 Detadl Filter| NYBEAS Administer Workforce

Activity
NYBEAS Hire Notifications
NYBEAS Job Notifications

NYBEAS Job Notifications

NYBEAS_WORKERS_COMP_DEFERRED

Customize | Find | View All | =

Worklist

New Enroliment
<HBA>

Return From Leave
<HBA>

Retiree Rehires
<HBA>

HBA Workers

Worklist Details

Customize | Find | View All

5 Detail | Fiiter| NYBEAS Administer Workforce Compensation WL
6 Detai | Fiter] MyNYSHIP Transactons MyNYSHIP Enroliment HBA Enroliment 7
Field 1:[ V| Field 2:[ v/ Field3:[ v Sort Save Comments

M Fist U707 Y Last

Mark D Empl

Worked Red#

v 4 Work It 123456789 0
24 Work It 987654321 0
3¢ Worklt 123456788 0
4 & Work It 987654322 0
5«  Workll 123456787 0
642  Worklt 987654323 0
7«  Workll 123456786 0

DeptilD Name

08000  JONES, MICHAEL
08000  KATZ, LOLA

08000  HORTON, JESSE
08000  KENT, CLARK

08000 WAYNE, BRUCE
08000 GRANGER, HERMIONE
08000  KNOPE, LESLIE

Date of Birth Sent From

08/25/1960 PCONTROL
10/31/1966 PCONTROL
11/16/1956 PCONTROL
02/28/1951 PCONTROL
03/30/1969 PCONTROL
09/17/1959 PCONTROL
01/18/1965 PCONTROL
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Confirmation of Sick Leave Adjustment

Date
ALT ID#
NAME
IADDRESS
IADDRESS

Dear Enrollee:

The recent Agreement between the State of New York and your former Union included
retroactive salary adjustments. As a result, your monthly sick leave credit has been adjusted to
reflect the retroactive salary increase. This monthly adjustment is used to offset your New York
State Health Insurance Program (NYSHIP) premiums.

Your new monthly sick leave credit amount has been updated from $fld_OLD_SICK_AMT
to $fld_NEW_SICK_AMT effective 01/01/1901, your retirement coverage effective date.

You will initially have a retroactive credit adjustment, representing the sick leave credit for
the period between your retirement effective date and the date this adjustment was processed.
Subsequent billings will reflect the updated monthly sick leave credit.

Should you have any questions concerning this information, please contact our office at
1-800-833-4344, Monday through Friday 9:00 am to 4:00 pm.

Sincerely,

Name
Program Administration Unit
Employee Benefits Division

f NEW YORK
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Confirmation of No Sick Leave Ac

Date
ALT ID#
NAME
ADDRESS
ADDRESS

Dear Enrollee:

The recent Agreement between the State of New York and your former Union included
retroactive salary adjustments. Either your updated salary information was never provided to the
Employee Benefits Division from your former agencies’ personnel office or the new amount
calculated resulted in a lower sick leave amount, which we believe, is an error. As a result, your
monthly sick leave credit has not been adjusted using the retroactive salary increase. Your sick
leave credit is used to reduce your New York State Health Insurance Program (NYSHIP)
premiums. You will continue to receive the monthly sick leave credit <Sick Leave Credit Amount>
that was calculated at the time of your retirement using your salary prior to the increase.

Should you have any questions concerning this information, or wish to have this
information updated, you will need to contact your former agency.

Sincerely,

Program Administration Unit
Employee Benefits Division

justment
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How to View Adjustment in NYBEAS

You can view the Retro Sick Leave Adjustment transaction in NYBEAS
to review your input, but the adjustment will not reflect in NYBEAS
Update History until EBD submits the records to be updated
systematically

Once until EBD runs the systematic update, NYBEAS will reflect a Sick
Leave Update that was processed by PCONTROL

In this section we will review how to find the adjusted sick leave credit
using both the Sick Leave Adjustment transaction and NYBEAS Update
History

Department of
Civil Service
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How to View Adjustment in NYBEAS

« Navigate to the Retro Sick Leave Adjustment transaction in NYBEAS to review your
input. From the NYBEAS homepage, select Benefits

Search:

\ > My Favorites

[> Benefits

[> Billing

> MyNYSHIP

> Income Protection Plan(IPP)
[> Data Corrections

[> Paid Family Leave

> Workforce Administration
[> System Announcement
[> Set Up HRMS

> Worklist

[> Reporting Tools

[> User Info

[> PeopleTools

-~ Change My Password

- My System Profile i NEW YORK

Department of
Civil Service
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How to View Adjustment in NYBEAS

 From the Transactions folder, choose Retro Sick Leave Adjustment

Menu >

Benefits

=7 History
: Allows users to view history of fransactions for a given enrollee.

=] NYBEAS Update History
Archived Accounting
Billing Options
Employee Information Changes
ERS Retirement Data
Letter Notification
Life Insurance Premium
National Medical Support Order
OOP Eligibility History
Sick Leave History
0SC Salary Grade Inquiry
CMS/RDS Data
DEAS
PEP
Search
Workers' Comp Duration
Weekly Rate Qualifier Errors.

] [ il sl (5 = I i sl (o

1 |im |

Select benefit plans, track company cars & FMLA, calculate leave accrual & annuity, maintain primary job, NDT, FSA details, auto enrollment, COBRA, and merchants

Plan History

Tracks history of rates, department data, broadcast message and other data

associated with NYSHIP.
= Broadcast Messages

Flat Rate Summary
=] Review NYBEAS/NYSTEP JobCodes

Department Data

Transactions
Allows for the processing of NYBEAS transactions that change an enrollee’s
coverage.

il (3] (5] (3]

1 i i Wit B i i D i i i i

Benefit Plan Change

Billing Option Change
Cancel Enrollment

Change Coverage
Comments

Contribution Rate Change
Corrections Requests
Dependent Add
Dependent/Beneficiary
Dependent Delete

Empire Card Request/History
Enroll\Waive Benefits
Marriage Domestic Partner
MRX Exception

National Medical Support Order
Personal f Employment
Preferred Payment Change
Sick L eave Adjustments

Sick Leave Credit Preservation
Tax Election Change

00oP

PEP

Retro Sick Leave Adjustment

NEWYORK | Department of
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How to View Adjustment in NYBEAS

« Enter the enrollee’s SSN into the EmplID field and then click Search

Sick Leave Adjustments
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value ‘|

EmplID: begins with V|| 123456789
Empl Red Nbr:[= v |
Last Name: | begins with /||
FirstName: |begins with ||
Department: | begins with V||

|:| Case Sensitive

— Search ‘ Clear |Basic Search Save Search Criteria

-
NEWYORK | Department of

OPPORTUNITY. civil Service
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How to View Adjustment in NYBEAS

The Retroactive Sick Leave Adjustment screen will appear confirming the New Salary

[ Retroactive Sick Leave Adj

EmpllD: 123456789 Mike Jones
Empl Rcd#: 0
DeptiD: 01000

Complete the enrollees hours worked per day. Mustbe 7, 7.5 or 8 hours 7.50

New Salary: 65360.000

If the New Sa amount listed above is correct enter a Y™, if it is not then enter a "N"
and provide the enrollees salary amount : v

Please enter a Salary to calculate Sick Leave Credit: 0.000

You have entered an updated salary amount. Please advise why this amount is different than what is
provided abowve.

Updated By: LAFGE Updated On: 07110717 2:39:40PM

Save | S\Return to Search
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How to View Adjustment in NYBEAS

 Once EBD runs the systematic update, the Sick Leave Update (processed by

PCONTROL) will be reflected in the NYBEAS Update History Events Tab
/

Events \:’ Benefits Y Medicare Part D Y Hold Harmless Y Programs Y

Billings

o

JONES, MIKE

Plan Type: Medical 10

Event Information

Effective
Date

05/04/2017 O

09/03/2017 05042017 O BIL

04/27/2017 05042017 O SCK

Eff :
Seq Action Reason

Sick
Leave
Update
Change
Move to

Regular 0

Billing
Sick

Leave O

Update

CBR Owrd Source
Evtld Sw

EmplID: 123456789 Empl Rcd #:

View All

Request Event User

1D Date Date 1D

COMPINFC

09/08/2017 BDM1

05/0472017 PXL1

1]

First Kl 104 O L ast

View
Dep Comment Audit

Info

i S

e %

L\Return to Search Previous tab

=FMext tab

% Refresh

Ewvents | Benafits | Medicare Part D | Hold Harmless | Programs | Billings | Benefits/Billings | Accounting | Accounting Summary | Card #s | Jol

Department of
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How to View Adjustment in NYBEAS

* Click the “I” icon for more detalils

f’ Events \:’ Benefits Y Medicare Part D Y Hold Harmless Y Programs Y Billings \IE)

JONES, MIKE EmplID: 123456789 EmplRed # 0

View All First E 10fd [+ Last
Plan Type: Medical 10
Action Effective Eff : CBR Ovrd Source Request Event User
Date Date seq Action Reason £ ys oy Ip Date  Date ID Info
Sick
09/14/2017 05/04/2017 0 SCK Leave O N  COMPINFC 05/04/2017 PCONTRCL €Y %
Update
00022017 060172017 1 MED Medicaren 06/01/2017 BDMA o %
Change
Move to
09/08/2017 05/04/2017 0 BIL Regular 0 N 09/08/2017 BDM1 [ ] B Y
Billing
Sick
04/27/2017 05042017 0 SCK  Leave O N 05/04/2I17 PXL1 (5 ] N
Update
LiReturn to Search Previous tab | SeMext tab % Refresh

Ewvents | Bensfits | Medicare Part D | Hold Harmless | Programs | Billings | Benefits/Billings | Accounting | Accounting Summary | Card #s | Jol

¢ NEwYORK

STATE OF
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Department of
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NYBEAS Events Panel

The enrollee’s Sick Leave Information will now reflect the corrected Annual Salary and

Sick Leave Amount

Sick Leave

Effective Date: (05/04/2017 Effective Seq.: 0 Leave Type:
Action Date: 09/14/2017 Retirement Date: 04/03/2017 Work Schedule:

Leave Days: Daily Rate: U5 Adjustment:

Annual Salary: BRIB0.000 Std Hrs/iwk

IPP Flag Adjustable During Year?

Sick Leave Information Find [ View Al First [ 1014 [M Last

SnglAnnuit

Leave Hours: 33200 Hourly Rate: 33.40 Amount: 4720

7.50

Return |

f NEW YORK
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How to View Adjustment in NYBEAS

* You may also confirm the Sick Leave Amount on the Billings tab in NYBEAS Update
History

[ Evenis Y Benefits ‘{ Medicare Part D ‘{ Hold Harmless Y Programs ‘)f Billings % ¥

JONES, MIKE EmpliD: 123456789  EmplRed# 0

View All First E 10fd [} Last
Plan Type: Medical 10
Billings Details viewAll| 8 Fist [ azor0 D1 e
] Sick
Effective CBR Rate Rate . Surchg Pay Tax Tax Imp PEP
Date Evtig COMP CustD o ol Share  BiNG Paygroup o Meth Elect Flag Inc Le Amt
[|05/04/2017 0 NYS 00001 E2 84/69 Regular Mnthly-NYS O EFENB A N 4780  0.00
U + U U | LUy s AR =ULid al¥ =19 =] LB s ' ] ] N TRELE |[ERLEN
021132017 1 NYS 00001 T %Total Inactive Mnthly-NYS 2 DRFB A N 000 000
11/03/2016 1 NYS 00001 T  %Total Regular Mnthly-NYS 2 DRFB A N 000 000
11/03/2016 0 NYS 00001 E2 84/60 Inactive  Mnthly-NYS O EFENB A N 2871 0.00
02/26/2015 0 NYS 00001 E2 84/60 Regular Adm/Lag/Bw 0 OPAYB B N 000 000
03/13/2014 0 NYS 00001 T1 %Total Regular Adm/Lag/BW 0 DRFB A N 000 000

L\Return to Search Previous tab | (&Mexttab | L Refresh

Evenis | Benefits | Medicare Part D | Hold Harmless | Programs | Billings | Benefits/Billings | Accounting | Accounting Summary | Card

Department of
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NYBEAS Sick Leave History

 From the NYBEAS homepage, select Benefits

\ > My Favorites

Search:

[> Benefits

[> Billing

> MyNYSHIP

> Income Protection Plan(IPP)
[> Data Corrections

[> Paid Family Leave

> Workforce Administration
[> System Announcement
[> Set Up HRMS

> Worklist

[> Reporting Tools

[> User Info

[> PeopleTools

-~ Change My Password

- My System Profile
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NYBEAS Sick Leave History

« From the Benefits folder, choose Sick Leave History

Menu >

Benefits

=7 History
: Allows users to view history of fransactions for a given enrollee.

NYBEAS Update History
Archived Accounting

Billing Options

Employee Information Changes
ERS Retirement Data
Letter Notification

Life Insurance Premium
National Medical Supgo|

1 i iz i i i i i

Sick Leave History
0SC Salary Grade Inquiry
CMS/RDS Data

DEAS

PEP

Search

Workers' Comp Duration
Weekly Rate Qualifier Errors.

Select benefit plans, track company cars & FMLA, calculate leave accrual & annuity, maintain primary job, NDT, FSA details, auto enrollment, COBRA, and merchants

Plan History

Tracks history of rates, department data, broadcast message and other data

associated with NYSHIP.
= Broadcast Messages

Flat Rate Summary
=] Review NYBEAS/NYSTEP JobCodes

Department Data

Transactions
Allows for the processing of NYBEAS transactions that change an enrollee’s
coverage.

il (3] (5] (3]

il [wl (] [

i i (i [ (el (el [

Benefit Plan Change

Billing Option Change
Cancel Enrollment

Change Coverage
Comments

Contribution Rate Change
Corrections Requests
Dependent Add
Dependent/Beneficiary
Dependent Delete

Empire Card Request/History
Enroll\Waive Benefits
Marriage Domestic Partner
MRX Exception

National Medical Support Order
Personal f Employment
Preferred Payment Change
Sick L eave Adjustments

Sick Leave Credit Preservation
Tax Election Change

00oP

PEP

Retro Sick Leave Adjustment
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NYBEAS Sick Leave History

« Enter the enrollee’s SSN into the EmplID field and then click Search

Sick Leave History
At least one key field must be entered.

j Find an Existing Value %

EmpliD: | begins with V|| 123456789
Empl Red Nbr:|= vl |

First Name:  [pegins with v”

|
|
Last Name: | pegins with V|| |
|
|

Department: | begins with ||

Q

[ |case Sensitive

—)  Se3rCH | Clear |E!.asi-: Search sSave Search Criteria

Department of
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NYBEAS Sick Leave History

 The Sick Leave History screen will appear. Here you can confirm the former Sick Leave
Credit Amount and the new Sick Leave Credit Amount

f Sick Leave History %

Jones, Mike 123456789

Sick Leave Information Find | View All First [({) 13073 [M] Last

Eft .Aggfen Ellief:] Retgg{ge nt Type Days Daily Rt Hours Hourly Rt Amount
05/04/2017 09M14/2017 0 04/03/2017  SnglAnnuit 33200 33.40 47 80
05/04/2017 04/27/2017 0 04/03/2017  SnglAnnuit 332008 3269 4678

Find First [4] 1-3of 2 [+ Last

El\Return to Search | lsRefresh i NEW YORK
OPPORTUNITY.

Department of
Civil Service
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HBA HelpLine

If you have any questions while updating
Retroactive Sick Leave Adjustment, contact the
EBD HBA HelpLine at 518-474-2780 to speak with
a processor
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Questions
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